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Directions for Exporting SAP Reports into Local Spreadsheet 
 

The purpose of this document is to give detailed instructions on how to export SAP reports into Microsoft Excel 
spreadsheets.  Once a table is downloaded into Excel, the data can be manipulated in any desired manner.   
 
This document uses exporting the ZNASAST5 report into Microsoft Excel as an example.  
 
1. Execute SAP Report 
 

This example shows the ZNASAST5 report with the following parameters: 
 
Fund:  SAT292003D 
Fund Center: 24* 
Fiscal Year:  2003 
Period:  9 (June) 
 
This report will return all commitments, obligations, costs, and disbursements (COCD) for Dryden in the 
month of June for fund SAT292003D.  The selection screen is shown below: 
 

 
 
Figure 1.  The SAP report ZNASAST5 selection screen for the parameters specified above. 
 

a) Click Execute 
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2. Format Report to Desired Output 
 
Once the report is executed, the results will be displayed at the highest level initiated in the parameters.  For this 
example, the COCD data is displayed for the fund SAT292003D.  The returned results are shown below: 
 

 
 
Figure 2.  The results returned by executing report ZNASAST5 with the referenced parameters. 
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From this screen, a user can specify the desired format of the report by clicking one of the options in the 
Navigation box.  For this example, the desired output of COCD data is by cost center.  Therefore, cost center is 
selected from the Navigation box.  This is shown below: 
 
 

 
 
Figure 3.  Cost center is selected as the desired output for COCD data. 

 

a) Click Cost Center 
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When a selection is made from the Navigation box, “Fund” in the report layout is highlighted in orange.  Click on 
“Fund” to replace the output of the COCD data by cost center.  The results of this are shown below: 
 
 

 
 

Figure 4.  ZNASAST5 displaying COCD data by cost center. 
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3.  Export SAP Report to Excel 
 

Once the desired format is achieved, the report can be exported to Excel.  This is done by selecting List -> Save -
> Local file from the System menu.  This is shown below. 
 
 

 
 
Figure 5.  Menu path for exporting report to Excel. 
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After following the menu path above, the “Save list in file…” pop-up box will appear as shown below.  Select the 
“Spreadsheet” radio button. 
 
 

 
 
Figure 6.  “Save list in file…” pop-up box. 
 
 
 
 
 

a) Select Spreadsheet 

b) Select Green check mark 
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SAP will then prompt the user to enter a file path and name.  The search button on the right side of the “File 
name” field can be used to browse the file desired file path. 
 
NOTE:  If MAC users would like to save the spreadsheet to their hard drive, they need to be sure to select the 
their actual hard drive and not the Citrix drive. 
 
When naming the file, be sure to include “.xls” at the end of the filename. 
 
 

 
 
Figure 7.  File path and name specification. 

 
 

 
 
 
 
 
 
 
 
 

a) Click search button to 
browse for the desired file 
path. 

b) Enter desired file 
name. 



Directions for Exporting SAP Reports 
into Local Spreadsheet  

Page 9 of 10 
 

 

4.  Spreadsheet Review and Output Manipulation 
 

Access the spreadsheet specified above.  The following shows the output (format) of the Excel spreadsheet. 
 

 
 
Figure 8.  Downloaded Excel spreadsheet from SAP. 
 
 
The format can be improved upon by executing the following steps: 
 
4a.  Delete unwanted columns and rows (i.e. columns A, B, D, F, and M and rows 1 through 9). 
4b.  Expand the columns that contain “#########” values. 
4c.  Expand all other columns where text is left off (i.e. columns C and E). 
4d.  Place filters on the data by selecting the entire sheet (top left square on workbook) and selecting Filter -> 

AutoFilter from the Data menu. 
 
 
 
 

a) Select cell 

b) Select Data -> Filter -
> AutoFilter 
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The results are shown below: 
 

 
 
Figure 9.  Reformatted Excel spreadsheet from SAP. 
 
 
 
The data can be reformatted to view as desired.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


